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1 SSID System Overview

This document along with the SSID File Specification and other SSID-related documents are available in their
latest form on the SSID Website Support page.

1.1 Background

Federal and State laws along with data collection requirements have driven the creation of a
unique State Student Identifier (SSID) for each student in the state of Utah. The SSID improves
Utah public education by providing accountability, analysis, reporting, and tracking of every
student that enters the Utah public school system.

The SSID website isan LEA’s primary interface to the SSID system. The website provides all of
the required tools for an LEA to manage the assignment of SSIDs.

1.2 Terms Used

In order to clarify the terminology used in this manual, Table 1.1 contains the specific meaning
for each term in the context of the SSID web site.

Term Acronym Definition

Batch A group of SSID requests submitted in afile

First name Legal first name or as on hirth certificate

Last name Legal last name or as on birth certificate

LEA LEA Local Education Agency

LEA number Local Education Agency number as assigned by USOE (District
number)

LEA row reconciliation The process of resolving Match issues using the SSID website.

LEA student number Local Education Agency student number

Manual processing Single student row processing using the SSID website.

Match or Matched The attributes of an SSID Request row are the same asthosein a
row in the SSID system.

Middle name Legal middle name or as on birth certificate

Multiple enrollment A student is enrolled in multiple LEAS at the same time.

No Match No single student with the supplied attributes can be found in the
SSID system.

Possible Match Suggested during reconciliation, some, but not all, attributes of an
SSID Request row are identical to those of arow in the SSID
system

Post, Posting, or Posted The action specified in the Request Type is performed on the SSID
database.

Primary Attributes Primary attributes are: last name, first name, middle name, birth
date and gender.

Request Type R = Retrieve The action an LEA wishes to perform on a Request row. Different

\Lj = xef(ij;’e business rules are applied depending upon the Request Type.
N= N(FE)W SSID

Row A Row refersto one line of complete information related to a
request. Also referred to as Student Row.

SIS SIS Student Information System

State Student Identifier SSID Unique number assigned to each student attending Utah Public
Schools.

USOE SSID Training Manual 5-23-2005 .doc
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Term Acronym Definition

SSID Request File Thefile uploaded to USOE from the LEA for SSID processing.
The file must conform to the layout and requirements in the SSID
File Specification document.

SSID Response File The file downloaded by the LEA that contains the results of the
processing of the corresponding SSID Request File. Thefile's
layout can be found in the SSID File Specification document.

Student row Onerow in the SSID Request and SSID Response Files. Also
referred to simply as Row.

Student attributes The identifying characteristics of the student used to Match the
LEA SSID Request row to the SSID database.

USOE Utah State Office of Education Agency
Table1.1

1.3 SSID Web Site

The SSID web siteis provided as the LEA’s interface to the SSID system. It providesthe LEA
with:

File Maintenance functions that facilitate automated processing

Student Maintenance functions for manually managing student data

User Maintenance functions to manage the LEA’ s access

a Support section to provide on-line access to the latest versions of SSID-related
documents and applications

Use Microsoft Internet Explorer version 6.x or above for best results. Other browsers may
function but have not been tested.

1.4 Manual vs. Automated (Batch) Processing

There are two methods for updating the SSID system: manual or batch. An LEA may elect to use
a single method or some combination of the two methods. The manual method requires the LEA

to enter and update SSID information by hand on the SSID web site. The batch method requires

the LEA to submit an SSID Request File containing student data and to download and process an
SSID Response File.

The SSID Request Fileisacomma-delimited file that is generated by the LEA, verified by the
LEA using the SSID Request Verification Application tool, and sent to the SSID system. A file
contains one row per student. Each row contains a request type with which the LEA tellsthe
SSID system which pre-defined operation to perform with the row.

An SSID Response File is automatically generated once an SSID Request File has been
completely processed. The SSID Response File indicates the result of each operation requested
in the SSID Request File and an LEA must synchronize their local SIS with thisfile.

Note: More information on SSID Request Files and SSID Response Files are available
in the SSID File Specification Document on the SSID web site.
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1.4.1 Example Batch Interaction

The steps below outline how an LEA might interact with the SSID system in batch mode. An
LEA would

create an SSID Request File from datain their SIS system

validate the SSID Request File using the SSID Request File Validation Application
upload the validated SSID Request File to the SSID system

monitor the processing of the SSID Request File

download the SSID Response File once processing is complete

reconcile their system with the SSID Response File

Sk~ wdhE

For agraphical representation of this process, please see the next section. For more detailed
information about individual steps, please refer to the sections later in this document.
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1.4.2 SSID Automated (Batch) Processing Diagram
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1.5 Types of Requests

LEASs specify arequest type code on each submitted row to indicate the action they would like
the SSID system to perform with that row. The four request types are defined in the Table 1.3.

Request Type Code | Description

New SSID N Requests anew SSID for a student enrolling for the first time
in a public schoal in the state of Utah.

Retrieve R Requests an existing student’s SSID.

Verify Vv Determinesif the student’s SSID and attributes as recorded in
the LEA’s SIS system match the SSID system.

Update U Changes the attributes for a student that already existsin the
SSID system.

Table 1.3

1.5.1 New SSID

The New SSID request type is used to create anew SSID for a student enrolling for the first
time in the State of Utah. The New SSID request type should be used to enroll kindergarten
students and for transfer students that haven’t previously attended public school in Utah.

Note: If a submitted row has arequest type of New SSID but matches an existing row in
the SSID system or the submitted row contains an SSID, LEA reconciliation is
required.
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1.5.2 New SSID Process Flow Diagram
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All attributes must be
supplied for a New SSID
request.

Match on LEA
number and LEA
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1.5.3 Retrieve

The Retrieve request type should be used to obtain the SSID for a student transferring from one
Utah school to another or for a student transferring from out of state, but who had previously
attended public school in Utah.

Note: SSIDs for students which have moved out of state remain in the SSID system.

1.5.4 Retrieve Process Flow Diagram

Diagram 1.5

Retrieve
Request Type

LEA Reconciliation
required

Match on primary
attributes?

NoO———m

Yes

Multiple Matches?

NoO——»| Return SSID I Done

Yes

Attempt 7 attribute
Match

Yes—p Return SSID

LEA Reconciliation
required

NoO———— P
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1.5.5 Verify

The Verify request type is used to confirm that an existing student’s SSID and attributes, as
recorded in the LEA’s SIS system, match the SSID system.

Note: SSIDs and all attributes should be verified before any data containing SSIDsis
submitted to USOE.

1.5.6 Verify Process Flow Diagram

Diagram 1.6

All 8 Attributes must be

Req?J/eesritf%l'ype supplied for Verify, middle
initial will be used if it is
available.

LEA Reconciliation
required

Match on 8
attributes?

NO———p»

A
Yes——— P Return SSID Done
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1.5.7 Update

The Update request type is used to change the attributes for a student that already existsin the

SSID system. The submitted row’s SSID, LEA number and LEA student number must match
an existing student.

Note: Updates (i.e. corrections or changes) may be made at the LEA’ s convenience but
should be completed prior to any submission deadlines.

1.5.8 Update Process Flow Diagram

Diagram 1.7
Update All 8 Attributes must be
student .
Attributes supplied for Update

atch on LEA

number, LEA
student number,
SsID

LEA reconciliation

No—» -
required

==

A

Update Student
Yes—— | attributes with
those supplied
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1.6 Matching

1.6.1 Whatis a Match?
A match occurs when the attributes in the row in the Request File are the same as the attributes

for one and only one student in the SSID database. The attributes used to determine if amatch
occurs vary by Request Type. More extensive examples are available upon request.

1.6.2 How Matching is Performed

Table 1.8 lists the attributes that are matched based upon the Request Type. Tablel.9isa
symbol key provided to define the symbols used in the attribute table.

Match attribute Retrieve Verify Update New SSID t
SSID D) v v D)
Last name v v ©
First name v v © @
Middle name v v ©
Birth date v v ©
Gender 4 4 ©
LEA Number © v v o
LEA Student Nbr © v v
School Number @) @) ) @)

Table 1.8
T If any of the primary attributes do not match, a new SSID is created and returned unless a duplicate LEA student number
exists for the request.

Match Symbol Key

Symbol Definition

v Attribute must match — All match attributes are required.
Attribute required — Match attempted on retrieves, required for
updates and seven attribute match attempt.
Attribute required — The school number is saved to the SSID database.
Attribute returned from SSID system.
One or more of the attributes do not match.

4 |J|0O| O

Table 1.9

1.6.3 What Happens on a ‘No Match’

A ‘No Match’ can occur in two ways:

1. The student attributes in the SSID Request File row don’t match a student in the SSID
system

USOE SSID Training Manual 5-23-2005 .doc Page 13 of 40 5/23/2005
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2. The student attributesin the SSID Request File row match more than one student in the
SSID system.

A ‘No Match’ has the following implications:

. If asubmitted row does not Match and the Request Typeis Verify, Retrieve or Update,
the row will not be posted.
If asubmitted row does not Match because there is no student with matching attributes
and the Request Typeis New, the row will be posted.
In the case of No Match, Possible Matches are provided viathe SSID Website to assist
LEAsin resolving the No Match.
Rows that have more than one match in the system or that do not match require LEA
reconciliation using the website.
All No Match rows must be reconciled by the LEA in order to be posted.
New SSID requests should not match existing students in the system.

1.7 File Formats

The SSID system uses two file formats - the SSID Request File and the SSID Response File. The
USOE SSID Request File Validation Application is used to verify that each uploaded SSID
Request File meets the file's specification. SSID Request Files that contain errors (data type
errors, too many characters in an attribute, etc) must be fixed by the LEA and re-uploaded for
processing. Itisrequired that LEA usesthe SSID Request File Validation Application tool to
validate every SSID Request File PRIOR to uploading it to the SSID system.

Note: The latest version of the SSID File Format specification is available on the SSID web
site Support page.

1.8 SSID System Codes

SSID system codes are required to identify the status of files and rows processed and the errors
that may be displayed in the SSID systems. The latest SSID System codes and error codes are
located in the SSID File Specification. To obtain the latest codes, download the SSID File
Specification from the Support page on the SSID web site.
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1.9 SSID Request File Validation Application

The SSID Request File Validation Application istool which will assist LEAs in validating their
SSID Request Files. The application should be used to ensure that the files pass defined standards
required to upload them. After an SSID Request File has passed the validation process, it may be
uploaded to the SSID web site.

1.9.1 SSID Request File Validation Installation Steps

1 Obtain the SSID Request File Validation Application tool from the SSID website, an

email request, or a CD request from the USOE

Run the setup program to start the program installation

Select Next

Accept the license agreement and select Install

Select Finish

Review the Readme file that appears after installation. A shortcut for running the SSID
Request File Validation Application should exist on the desktop.

SOk wWN

1.9.2 Using the SSID Request File Validation Tool

1. Create an SSID Request File
2. Open the SSID Request File Validation Application tool
Example:
On Windows XP, Select Start, All Programs, SSID Request File Validation. Click on
SSID Request File Validation to start program to display the screen shown in Figure 1.11
. Select Fil . . .
3. Click on | e } Navigate to the SSID Request File location, select the
SSID Request File and then select
Choose file el
Loakire | 5 Seeple Fsques Fles x| = B =t E-
MaREQ_0001_20050509_D01 cev  BRJREQ D007 20050500 D0L1.coe ERE
—‘I AJRED_0002_10050509_D01ce  EJRED_D00A_D0050500_01cny  BYRE
Reecent L FEQ_00D3_20050509_D01 cev  BRYREQ_DO09_20050909_m0Lcsw  BYRE
: Wyl RED_O004_20050509_001cs¢  BYREQ_D010_20050509_M0lcsv  BRE
L;‘} B REQ_00D5_20050509_001 e EJRED 0011_20050600_001cxy  BYRE
% REQ_00DE_20050509_D01 cev  BRJREQ_D012_20050509_m0lcsw  BHRE
Oescor  [RJRED 0007 _20050509_000Lcov BRGREQ_DOI3_20050500_D0Lcow  HRE
B RE)_0007_20050509_000kcny BEIREQ 0004_20050600_0tcne  ERRE
7l =S LR P ey CRiREq_DO1S_20050500_[0l ooy BHRE
o g REQ_00D7_20050503_D0iM.coy SYREQ_0016_20050609_01cov  BHRE
My Documents g 0007 _2005003_D00S.coy SgREQ_D017_20050008_00Lcsy  BRRE
: % REQ_00D7_20050509_D00acey BRJREQ_D013_20050500_0Lcsw  BYRE
'!-'! B REQ_0007_20050509_D007.cov BQRED_0019_20050600_0001.cov BYRE
My Corguiar #FEQ_IJUDT_!IJU:-D?J'!_UDW-:W .'iERE-Lnna:l_;un:-:-ms_l:-:-L cmy  BlRE
MFEQ_00D7_20050509_D0100cs (RJREQ_DOzl_20050500_m0lcwe  ERE
wp::;;m Fia rarm {AEG_0007_Hs0ses 000 cor -
Fias chtype: o Faa I} - Coneal |
Figure 1.10
[ Validate File | . ,
4, Select on the main SSID Request File screen.
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5. File Validation processing will begin. The file will be loaded, and then each field will be
vaidated in the row.
6. After validation the file' s status will be shown. If the file status is File Passed Validation

then proceed to upload it to the SSID web site.

NOTE: All files must PASS the SSID Request File Validation application or they will
NOT load into the SSID system for processing.

Problem Resolution
1. The status for each row in the SSID Request File will be displayed in the application.
2. LEAsmay view all row status or filter to only view rows with errors.

I Save Displayed Results

3. Clicking on the l to saved row status in multiple file formats for
review and convenience. LEAs must fix al validation errors prior to uploading the file to

the SSID system.
=" LEA - 55ID Request File Yalidation Application - 5-17-2005
Fil=
S | 1| Salact Fika |
File Hame | 2
3
File R Shkatiis Validation Status

File Processing Status
Murnbar of Reconds

Processing Couria

Rows Read: 0
Rowes Validaied: 0
Rows in Ermor: D

Reaults Filler

Crviaw Errors Onfy
Crwiew all Results

|ﬁu:1'r.-e School Years: 3 - LEAs ard Schoolks: 1465 - SSI0 Error Codes: B3

C S5 Al alidationBuild)

Figure1.11
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1.10 Website Security

Website security has been designed to ensure the privacy of the data being used throughout the
website. Access to the website is secured with 128 bit SSL and requires avalid user ID and
password. The SSID website has multiple security levels. The security level assigned to a user

ID dictates the actions that the user ID may perform on the SSID web site. Internet browsers that
have been logged into the website and | eft idle for a period of time are required to login againin
order to continue working on the website.

1.10.1 Secure Socket Layer (SSL)

The SSID web siteisonly available using a browser capable of 128 bit SSL encryption such
as Microsoft Internet Explorer. Thislevel of encryption allows for maximum security of data
being transferred to and from the SSID website.

1.10.2 User ID Security Roles

When anew user ID iscreated, it is assigned one of two security roles: LEA Admin or LEA
User. A user ID with the LEA Admin security role may create other user ID’ s with the LEA
User security role. Table 1.12 identifies system security and functionality as it applies to each
user type.

. . LEA
SSID Functionality Admin. LEA User

Login X X
Student Maintenance

Student Search X X

View & Edit Student Detail X X

Add Single Student X X

Retrieve Student X X

Merge Students X X
File Maintenance

Upload Request File X X

Cancel File X X

Cancel Rows X X

Reconcile Rows X X

Reprocess File X X

Download Response File X X
Administration

Add LEA Administrators

Add LEA Users X

Change LEA User Attributes X

Change Own Attributes X X

Change/Reset LEA Passwords X

Reset Own Password X X

View LEA User Information X

Activate/Deactivate LEA User ID X

Table1.12
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1.10.3 Obtaining a User ID and Password

An LEA must submit the proper form or contact the USOE directly to request auser ID with the LEA
Admin security role. An LEA will have, at aminimum, at least one user 1D with the LEA Admin
security role. User IDswith the LEA Admin security role create user |Ds with the LEA User security
role. User ID’s may be created only for the same LEA to which the creating user ID belongs.

1.10.4 Password Security

LEAs are able to change their password using the Edit User Info option. Passwords must

meet the following requirements. 8 characters or more, each character must be either aletter
or anumber.
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2 Logging into the System

A USOE assigned User ID and Password is required to gain accessto the SSID system. Usersare
required to use strong passwords (8 characters or more, upper case letters, lower case letters and
numbers). For security purposes, Invalid User Logins are disabled after 3 consecutive failed
attempts; if an account should be disabled, users are required to contact their local LEA user
administrator or the USOE in order to have it reset.

Login

User Hame

Password

Figure 2.1
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3 Home Page

The SSID Home Page is the root of the web site. This page is the starting point for the user once
they are logged into the SSID web site. The Support link isincluded to give users access to web
site documentation usage and other quick links.

The home page may contain system messages for the user. After logon, these messages will alert
users to important SSID information.

——a : 5 User LEA Admin Davis
Utah State Office of Education | SSID | LeA DAV DISTRET (07
OO
e Home | File Processing | Student Search | User Maintenance I Support | Log Qut

File Maintenance

Uaas Reues Welcome to the SSID Website

Review File Processing

Review File History

Student Maintenance Calendar of Events
Student Search May 25t USOE Data Conference First district SSID System Training / Seminar
Retrieve Student June 17" USOE Data Conference Second diztrict S5I0 Syastem Training / Seminar

New Student

= pocuments of Interest

Update Student Info

LEA SSID Preparation Checklist Click the download button to view a checklist LEAs should use when implementing their SSID
Student History Integration project.

Werge Students SSID Implementation Timeline Click the download button to view the SSID Implementation Timeline.

User Maintenance
Edit Uzer Info

Change Password

Support
u ah Site Index | State Board | Contact USOE
@‘éov Copyright @ 2005 State of Utah Office of Education

Figure 3.1
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4 File Maintenance

The File Maintenance area of the SSID web siteis provided to aid in sending SSID Request Files,
retrieving SSID Response Files, checking file statuses and correcting errors found in SSID Request
Files. The following sub-sections explain and provide the steps for all web page areas listed under File
Maintenance.

User LEA Admin Davis
LEA DAWVIS DISTRICT (07}

f’j Utah State Office of Education | SSID

School Ni&
Home File Processing | Student Search | User Maintenance | Support | Log Qut

AL TEE I File Processing File History
Upload Request File
Review File Processing Filename Status Downloaded # of Rows # of Errors  File Error L
Review File History REQ 0007 20050509 0010.csv Completed 10,000

REQ 0007 20050508 0006.csv Completed v 10,000
Student Maintenance REQ 0007 20050509 0009.csv Completed v 2365
Student Search REQ 0007 20050509 0007.csv Completed ‘/ 2,365
Fobiove Student REQ 0007 20050508 0005.csv Completed v 10,000

REQ 0007 20050509 0004.csv Completed v 10,000
New Student

REQ 0007 20050509 0003.csv Completed v 10,000
Update Student Info REQ 0007 20050509 0002.csv Completed v 10,000 -
Student History < >
View Fie Summary
User Maintenance # of Rows: 2,365 Uploaded |05/17/2005 04:56:04 PM Uploaded By |LEA Admin Davis
Edit User Info #of Errors: 0 Last Processed |05/(17/2005 05:05:03 PM Last Download [05/17/2005 05:09:44 PM

# Posted: i Response File Created [p5/17/2005 05:05:03 P Process Completed [05/17/2005 05:05:03 PM

Change Pazsword # Canceled: |—2.355
Support

ah
- oV

Completed

Regffived Legfling Qugfied P%g BL%:%

Site Index | State Board | Webmaster
Copyright © 2005 State of Utah Office of Education

Figure 4.1

4.1 Uploading SSID Request Files

Upload Request File provides afile transfer areafor uploading SSID Request Files from the
LEAsto USOE. Each LEA creates acomma delimited file (.csv) and verifies the contents with
the provided SSID Request File Validation Application tool; see section 1.9 for more information
on thistool. Beforethefileis uploaded, the web page verifies the file name and that it has not
been uploaded before. The LEA browses for the file through the SSID web site interface and
uploads it to the USOE system. After the file has been uploaded to USOE, the LEA may check
the file processing status using the Review File Processing page. After the file uploads, a
successful message appears and the file appears in the File Processing screen with its current
status as shown in Figure 4.1.

4.1.1 Before Uploading

USOE SSID Training Manual 5-23-2005 .doc
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Before uploading afile to the SSID system, the file content layout should be verified, and the file
name must adhere strictly to the SSID Request File naming standards in order to be accepted by
theweb site. The SSID Request File Validation Application is provided for validating the
contents of an SSID Request File. See Section 1.9 for more information on thistool. The SSID
Request File specification is available on the SSID web site Support page.

4.1.2 File Layout Verification

Several SSID Applications are in place to validate the layout of files to be uploaded. Oneis
downloaded and is described in Section 1.9 and installed locally at the LEA. The other is
included as part of the SSID web site backend file load process. These file validation engines
will aid in getting the proper file format for uploads, and eliminate the possibility of errors.

4.1.3 Steps

The following are general steps to be used in the uploading of SSID Request Filesto the SSID
web site.

1 Create a SSID Request File with one row for each student request

2. Use the provided SSID File Verification Application tool to validate the file' s contents,
see Section 1.9 for more information

3. Login to the SSID web site using avalid user ID and password.

4. Select the Upload Request Filelink on the SSID home page. The Upload File screen
will appear asin Figure 4.2

[ll Utah State Office of Education | SSID '\EA CAVIS DSTRCT (7
e e .

ezt
ICRS ST Student Search Usar Manienancea Support Loy Cruk

File Maindenance Upload a 551D Request File

Upioisd Reguest Fike

peiny Fil Proce
¥ i Requast File Namea;
Rviw Fiig Hialory

Shdend Maintenance =

~ ; | Upload ]

e |
Ratrize Student Chk hera 1o vigw 1he S50 Fis Soecificeinng

e Sygian

Shudent Hisfory

Mergs Shudents * The document requires Adobs Acrobet™ Rescer:.

Ciick fere b gatb it

User Malntenance

& 3 st ke
EdtUssrinfe i

g Paagward

Site ndex | Slale Board | Contact LISOE
utah e
ﬁﬁ" 'v' Copyrighl © 2005 Slale of Ukah Offics of Education

Figure 4.2
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5. Click onthe button to open the Choose File window as seen in Figure 4.3,
and navigate to the SSID Request File

Look in: |E}Sample Request Files ﬂ & EF '
me ELREQ_0001_20050500_001.csv  ELREQ_0008_20050500_001.csv  ELRE
L.J ELREQ_0002_20050509_001.csv  EBREQ_0009_20050509_001.csv  ELRE

Recert ELREQ_0003_20050509_001.csv  ER|REQ_0010_20050500_001.csv B RE
ELREQ_0004_20050500_001.csv  ERREQ_0011_20050500_001.csv B RE

9 ELREQ_0005_20050500_001.csv  ER|REQ_0012_20050509_001.csv B RE
- ELREQ_0006_20050500_001.csv  ER|REQ_0013_20050500_001.csv B RE
Deskor  [E3Req_p007_20050509_0001.csv EEJREQ_0014_20050509_001.csv S5 RE

. @REQ_UUU?_znususug:uuuz.csu @REQ_nms:znnsnsug_nm.csu ELRE

’) ELREQ_0007_20050509_0003.csv ER|REQ_0016_20050509_001.csv  EhRE

- B REQ_D007_20050509_0004.csv  ER|REQ_0017_20050509_001.csv  Eh|RE
My Documents

EL)REQ_D007_20050509_0005.csv ER|REQ_0018_20050509_001.csv  EhRE

— ELREQ_0007_20050509_0006.csv ERREQ_0019_20050509_001.csv  ELRE

9’ L) REQ_0007_20050509_0007.csv EB)REQ_0020_20050509_001.csv  EhRE

My Com L) REQ_0007_20050509_0009.csv EB)REQ_0021_20050509_001.csv  EhRE

puter
L) REQ_0007_20050509_0010.csv EB)REQ_0022_20050509_001.csv  Eh|RE
i 2 | >

Mypll\;ect::rk File name: | ﬂ m
Flesoftyps:  |Al Fies () > Concd |

Figure 4.3

After locating the correct SSID Request File, select it and click on
The SSID Request File that was selected, along with its path, should now appear in the
Request File Name box

8. Click on to start the upload process

» Upload time depends on the LEAs internet connection speed and the size of thefile
being upl oaded.

No

0. After the file has been successfully uploaded, the below message box will appear.

! ": Upload Complete

Figure4.4

4.1.4 Troubleshooting

If you are unable to log in to the SSID web site please verify your password with your LEA
Administrator or with the USOE administrator.

For Issues downloading files, please verify the file name and the file contents.
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4.2 Review File Processing

The Review File Processing page is provided to view the status of uploaded file(s), review file
errors, and control LEA file processing. SSID Request Files are displayed on the screen after
they have been submitted to the SSID system for processing.

4.2.1 Monitoring Uploaded Files

After uploading the SSID Request File to the SSID web site, you may select the Review File

History page to see the current status for your files. Table 4.5 shows alist of each status and
their definition.

Status Definition
Received The SSID Request file has been received for processing.
Loading The file contents is being validated and loaded into the system.
Queued The file contents have been loaded and individual rows are
waiting to be processed.
Posting Thefileis being matched and processed in the SSID system.
Preparing Download | The file has completed processing and the SSID Response Fileis
being created
Compl eted The file has completed all processes.
Table4.5
4.2.1.1 Steps

The following are general steps to be used in the monitoring of SSID Request Files.

1. Logonto the SSID web site with avalid user ID and password
2. Select Review File Processing from the File M aintenance section of the home page
3

. Click on afile namein the File Processing window to get a status. See Figure 4.6 for an
example.
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User LEA Admin Davis
tah State Office of Education | SSID LEA DAVIS DISTRICT (07)
School NA
File Processing | Student Search ' User Maintenance | Support | Log Qut
File Maintenance I File Processing File History
Upload Reguest File
Review File Processing Filename Status Downloaded # of Rows # of Errors  File Error L
Review File History REQ 0007 20050509 0011.csv Action Required 2,365 2,365
. REC 0007 20050505 0010.cev Completed 10,000
Student Maintenance REQ. 0007 20050508 0006.csv Completed Ve 10,000
Student Search REQ 0007 20050505 0009.csv Completed ‘/ 2,365
Retrieve Student REQ 0007 200505058 0007.csv Completed ‘/ 2,365
REQ 0007 20050505 0005.csv Completed ‘/ 10,000
New Student
REQ 0007 20050509 0004.csv Completed v 10,000
Update Student Info REQ 0007 20050509 0003.csv Completed v 10,000 -
Student History < | >
Merge Students ’ Refresh ] ’ Cancel File ] [Cancel Errors & Re-F'rncess] ’Reprocess File ] [View File Summary] ’ View Errors
User Maintenance # of Rows: 2,365 Uploaded |05/18/2005 11:41:45 P Uploaded By |LEA Admin Davis
Edit User Info # of Errors: 2,385 Last Processed [05/18/2005 11:42:06 PM Last Download |
# Posted: 0 Response File Created Process Completed |
Change Password # Canceled: I—D
Support
, : Preparing
fived Legflling Quygfied| Posting Completed
Download
u ah Site Index | State Board | Webmaster
Aotk Ov Copyright @ 2005 State of Utah Office of Education

Figure 4.6

4.2.2 Processing Files with Errors

After an SSID Request File has been uploaded, the file may have errors. If the file had errors
while processing then a status of Action Required will appear next to the file name as shown in
Figure 4.6. The following is alist of optionsthat are available with afile that has errors.

Click on the filename with status of Action Required

The errors may be viewed by clicking on

Select [Came' Errors & Re-Pracess ]to cancel al rowsthat had an error and process thefile
WITHOUT these rows being posted. The SSID Response File will be created by the system.

’ Repracess File ]

will submit the file for re-processing. If corrections have not been made to

error rows, then the errors will prevent the file from being compl eted.

4.2.2.1 Steps to Process Individual Errors Rows

The following are general steps to be used in resolving errorsin an SSID Request File.

> wbhpE

Log on to the SSID web site with avalid user ID and password
Select Review File Processing from the File M aintenance section of the home page
Click on thefileto get its status

When thefile statusis Action Required, click on
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5. Errorswill be presented one at atime (Figure 4.7); navigate through errors using the options
shownin Table 4.8

User LEA Admin Davis

orrce oe
Utah State Office of Education | SSID LEA DAVIS DISTRICT (07)
School Ni&
Home File Processing Student Search User Maintenance Support Log Out
File Maintenance File Error Detail
Upload Reguest File File Name File Row Error Row Type of Request
Review File Processing REQ_0007_20050509_0011.csv Row 1 of 2365 Error 1 of 2355 New
Type of Error - The submitted LEA and LEA student number already existin the ssid_student_location table
Review File History
EnKentMalenance Submitted ROW - This is what was sent in the S5I0 Request File for the student
Student Search Last Name First Name Middle Name Birth Date Gender SSID LEA # LEA Student # School #
_ = 05/13/1994 F o7 142
Retrieve Student
i S
N [ Cancel Row ” Resubmit Row ]
Lpdate swdent info .
Hzdate Sludent nfe [Cancel Errars & Re-F'rocess” Reprocess File ]
Student History
Merge Students:
5 Matches on LEA Student Number or SSID - This uses the SSID and/er LEA Student Number provided in the Request File
User Maintenance
S Last Name First Name Middle Name Birth Date Gender SsID LEA # LEA Student # School #
5/13/1994 F 2354001 o7 142
Change Password
Support ] "
Matches on Primary Attributes - This uses the primary attributes provided in the Request File
Last Name First Name Middle Name Birth Date Gender SsSID LEA # LEA Student# School #
= 5/13/1994 E: 2354001 o7 142
u a h Site Index | State Board | Webmaster
Aot Ov Copyright @ 2005 State of Utah Office of Education

Figure 4.7
Option Function
 New Student | Create a new student from this information
[ Cancel Row ] Cancel the processing of this row
[~ Resubriit Row | ReprOCeSS row
[<<Prar ] Move to the previous error
Next > | Move to the next error
Table4.8

6. Select to move to the next error until al errors have been processed
7. Return to the Review File Processing page

8. Select [ReprocessFile |

4.2.2.2

Thefoll

Steps to Cancel Errors and Re-Process File

owing are general steps to be used in canceling errors and reprocessing an SSID

Request File.

1. Logonto the SSID web site with avalid user ID and password
2. Select Review File Processing from the File M aintenance section of the home page
3. Click onthefileto get its status
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4. When thefile statusis Action Required, click on [Can':e' Errars & RE'PmCESS]

5. All errorsrows will be canceled from the file and the file will be re-processed

4.2.3 Reviewing File Summary

The Review File summary page will show detailed information about each file.

4.2.3.1 Steps
The following are general steps to be used in viewing the summary of a processed file.

Log on to the SSID web site with avalid user ID and password
Select Review File Processing from the File M aintenance section of the home page
Click on thefileto get its status.

[‘v’iew File Summary ]

Click on
The file Summary will be displayed

ok wWdE

4.2.4 Reprocessing an SSID Request File
Reprocessing afile will resubmit it into the system for processing. Unless there has been a change to the

file, or a change to the information contained in the SSID web site, the file will fail again with the same
errors.

4.2.4.1 Steps to Reprocess an SSID Request File
The following are general steps to be used in reprocessing an SSID Request File.
Log on to the SSID web site with avalid user ID and password

Select Review File Processing from the File M aintenance section of the home page
Click on thefile to get its status

[ Reprocess File ]

When the file statusis Action Required, click on
Thefile will be reprocessed

gk WONPE

4.2.5 Canceling Files

Filescan ONLY be canceled BEFORE they are processed. Use the cancel file option to cancel the
processing of afile. Rowsthat have been posted can not be cancelled.

4.2.5.1 Steps to Cancel a File

The following are general steps to be used in the canceling afile in progress.
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Log on to the SSID web site with avalid user ID and password

Select Review File Processing from the File M aintenance section of the home page.
Click onthefile to get its status.

When the file status is Action Required, click on Cancel File

Thefile will be canceled

4.2.6 Downloading a SSID Response Files

After an SSID Request File has been completely processed and posted to the SSID database, a
SSID Response Fileis created. LEAs may download the SSID Response File by clicking on a
Completed file to select it and then clicking on the Download button. If afile has already been
downloaded a check in the Downloaded column will appear. File(s) may be Downloaded by
LEA’s as many times as they wish. LEASs should synchronize their SIS systems with the SSID
Response File to ensure that each LEA SIS system and the USOE SSID system arein sync. The
date and time that each SSID Response File was downloaded by the LEA is shown under thefile
list window.

Home

f’j Utah

State Office of Education | SSID

File Maintenance

Upload Request File

Review File History

Review File Processing

User LEA Admin Davis
LEA DAVIS DISTRICT (07)

Student Search
Retrieve Student

New Student

Update Student Info
Student History

Merge Students

Student Maintenance

File Processing Student Search | User Maintenance | Support Log Out
I File Processing File History I
Filename Status Downloaded # of Rows # of Errors  File Error i
REQ 0007 20050509 0011.csv Action Required 2,365 2,365
REQ 0007 20050509 0010.cev Completed 10,000
REQ 0007 20050509 0008.csv Completed v 10,000
REQ 0007 20050509 0009.csv Completed v 2,385
REQ 0007 20050509 0007.csv Completed v 2,385
REQ 0007 20050509 0005.cev Completed v 10,000
REQ 0007 20050509 0004.csv Completed v 10,000
REQ 0007 20050509 0003.csv Completed v 10,000 v
< ¥
View Fie Summary

User Maintenance

Edit User Info

Change Paszsword

# of Rows: ,W
#ofErrors:[
#Posted:|

# Canceled: ,W

Support

4580

4.2.7 File Layout

Uploaded |05/17/2005 04:56:04 PM

Last Processed |05/17/2005 05:05:02 PM
Response File Created |05/17/2005 05:05:03 PM

Uploaded By |LEA Admin Davis
Last Download |05/17/2005 05:09:44 PM

Ragflved Legfing Qvéd F’V‘mg BE?ZT

Site Index | State Board | VWebmaster

Copyright ® 2005 State of Utah Office of Education

Figure 4.9

Process Completed [D5/17/2005 05:05:03 PH

Completed

The SSID Response File format is a comma delimited file (CSV). Itisrequired that LEAS
download and synchronize their LEA SIS systems with the SSID Response Files. Seethe
specification document found on the SSID web site in the Support page for more information on
the SSID Response File.
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4.2.7.1 Steps

The following are general steps to be used in the downloading of SSID Response Filesto the
SSID web site.

Log on to the SSID web site with avalid user ID and password
Select Review File Processing from the File M aintenance section of the home page
Click on thefile that has the status of Complete

Click on _m to display the screen asin Figure 4.10
Click on L
Select the location for the SSID Response File and click

J to display anavigation window

o g kA wdhE

File Download X

] Some files can harm pour computer. [F the file infarmation below
x.."/ looks sugpicious, or wou do not fully trugt the zource, do not open or
zave thiz file.

File name: .. .ESP_0036_20050509_0099, oy
File type:  Microsoft Excel Worksheet

Fram: ssid.schools, ukah, ooy

,ai\, Thiz type af file could harm your camputer if it containg
rmalicious code.

Ww'ould vou like to open the file or zave it to your computer?

Open m.ﬂve | [ Cancel ] [ More Infao

Figure 4.10

4.3 Review File Summary

The File Summary page is still under construction but will contain complete file Summary
information useful to LEAS.
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5 Student Maintenance

The SSID web site allows LEAs to maintain student information in the system. Student Maintenanceis
started by using the Student Search screen as seen in Figure 5.1. For security purposes, a history of all
student maintenance modificationsis retained by the SSID system.

| uran siare |
DewCE 08 : : User LEA Admin Daviz
Utah State Office of Education | SSID LEA DAVIS DISTRICT (07)
School Ni&
ey Home File Processing Student Search User Maintenance Support Log Out
File Maintenance Student Search and Maintenance
Skl e e The SSID or the Last Name and first 2 characters of the First Name are required. (Only active students are displayed.)
Review File Processing Last Name: | First Name Widdle Name
Review File Histo Gender (O Male ) Female Birthdate (mm/ddiyyyy) | S50
Student Maintenance | school'vear| 2005 | LEA |07 | LEA School # | LEA Student #
Student Search
Search ” Reset Matches
Retrieve Student
New Student S50 Last Hame First Name Middle Name Gender Birth Date Last Updated Created

Update Student Info
Student Hiztory

Merge Students

User Maintenance

Edit Uger Info

Change Password

Support
u a h Site Index | State Board | Webmaster
aot Ov Copyright ® 2005 State of Utah Office of Education

Figure 5.1

5.1 Searching for Students in the System

Student searches will allow students to be looked up using either the students SSID number or by
using a combination of the full last name and the first two letters of the first name. After doing a
search, student information will appear and can be edited from the same screen.

5.1.1 Steps

The following are general steps to be used in the searching for students.

1. Log on to the SSID web site with avalid user ID and password

2. Select Student Sear ch from the Student M aintenance section of the home page

3 Enter a student’s SSID number or their last name along with the first two letters of their
first name

4. Clickon
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5. Students that match the search criteria are displayed. Figure 5.2 displays a possible result
using the last name of ander son, and the first name as ko.

User LEA Admin Davis

f’j Utah State Office of Education | SSID LEA DAVIS DISTRCT (07)

School NIA
Home | File Processing Student Search . User Maintenance | Support Log Out
File Maintenance Student Search and Maintenance
Upload Request File The SSID or the Last Name and first 2 characters of the First Name are required. (Only active students are displayed.)

Review File Processing Last Name!anderson i Firzt Name | ko Middle Name
Review File History Gender () pale ) Female Birthdate (mmiddiyyyy) SEID

- -
Student Maintenance School vear|2005 | LEA|U? | LEA School # LEA Student #
| SRS | | Sl -
Student Search —
Search ” Reset ] Watches | |
Retrieve Student —
New Student SSID Last Name Firzt Name Middle Name Gender Birth Date Last Updated Created
————y c c 10-28-
Update Student Info 2602335 ANDERSON Ko = = 5/20/2005 10:28:19
2530837 ANDERSON Ko 1B 5/20/2005 10:22:24
Student Histo 2514785 ANDERSON K O 5/20/2005 10:20:55
Merge Students 2544870 ANDERSON KO 1 __= 5/20/2005 10:22:41

2625704  Anderson Ko 0 = 5/20/2005 10:36:35
LEE TTIEITIER 2530970 ANDERSON KO?# e 5/20/2005 10:21:56
Edit User Info 2613341 Anderson Ko == e} 5/20/2005 10:35:55
2562101 ANDERSON KO == 5/20/2005 10:23:37

Change Password

Support

u ah Site Index | State Board | Vebmaster
w‘.

Ov Copyright ® 2005 State of Utah Office of Education

Figure5.2

5.2 Retrieving Students

The Retrieve Student area allows LEASs to transfer students from another district to their district.

5.2.1 Steps

Thefollowing are general stepsto be used in retrieving student information.

1. Logontothe SSID web site with avalid user ID and password
2. Select Retrieve Student from the Student Maintenance section of the home page
3. Enter astudent’s SSID number or their last name along with the first two letters of their first name
4. Click on
5. Select the correct student
6. Enter the correct LEA School # and LEA Student #
7. Clickon
Note: If the student already belongsto the LEA, then only the Update option is available
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5.3 Creating New Students in the System

Students that are new to the Utah Public School system must have anew SSID created for them.
Kindergarten students are considered as new students and need to have an SSID created for them,
while students that may have been in the Utah school system must be searched for.

5.4 Creating New Students Manually

To create students manually an LEA will use the New Student option from the SSID web site
menu. Before creating anew SSID for a student, the existence of the student should be verified,
or aduplicate may be created in the system. If astudent exists with the same Primary Attributes,
the LEA will be required to over-ride the system to create the new student SSID. The New
Student screen is shown in Figure 5.3

Lot sure
i . . User LEA Admin Davis
Utah State Office of Education | SSID LEA DAVIS DISTRICT (07}
School Ni&
Home File Processing Student Search User Maintenance Support Log Qut
File Maintenance Create New Student
Upinad Request File Last Name | First Name | Middle Name
Review File Processing Gender () Make ) Female Birth Date (mmiddiyvyyy) | 00/00/0000 School Year | 205 v
Review File History LEA 07 LEA School # | LEA Student #
Student Maintenance [ Save ] [ Reset ]

Student Search
Retrieve Student

New Student

Update Student Info
Student History

Merge Students

User Maintenance
Edit Uzer Info

Change Password

Support
u ah Site Index | State Board | Contact USOE
@téov Copyright @ 2005 State of Utah Office of Education

Figure 5.3

5.4.1.1 Steps

The following are general steps to be used in creating anew SSID for a student.

Log on to the SSID web site with avalid user ID and password
Select New Student from the Student M aintenance section of the home page
Enter a student’s complete information

Click on liusse_J
Make note of the new student’s SSID in the LEA SIS system.

gk WwhE
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5.5 Updating Students

LEAs are able to update existing student attributes in the SSID system using the website or using
the SSID Request File process. This may be done manually or in a batch process.

5.5.1 Steps

The following are general steps to be used in updating student information.

1
2.

N ook

5.6

Log on to the SSID web site with avalid user ID and password

Select Update Student Information from the Student M aintenance section of the
home page

Enter a student’s SSID number or their last name along with the first two letters of their
first name

Click on l___Search |

Select the correct student
Enter the updated student information

Click on

Reviewing a Student’s History

An LEA may view changes that have been made to a student by using the Student history section
of the web site.

5.6.1 Steps

Thefollowing are general stepsto be used in viewing Student History.

1
2.
3

oA

Log on to the SSID web site with avalid user ID and password

Select Student History from the Student M aintenance section of the home page
Enter a student’s SSID number or their last name along with the first two letters of their
first name

Click on l___Search |

Select the correct student

Click to view the screen shown in Figure 5.4
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f’j Utah State Office of Education | SSID
| EoucATs | i

ome | FileProcessing | Student Search EUserI'ﬂaintenance Support |

User LEA Admin Davis
LEA DAVIS DISTRICT (07)
School NA

Log Out

File Maintenance

Upload Reguest File

Student History

Student Information

Review File Processing SSID Last Name Firzt Name Middle Mame ‘Gender Birth Date Last Modified Userld  Last Updated Dt Active Ind Inactiv
2603700 11 S/2042005 10:28:57
Review File History
< >
Student Maintenance ) N
Student History
Student Search - . = . - -
SSID Lazt Mame Firzt Mame Middle Name Gender Birth Date Last Modified Uzerld  Last Updated Dt Active Ind Inactiv
Retriewe Student 2603700 1" S/20/2005 10:28:48 D
New Student BT ik . O
< | >
Update Student Info y
Student Location
Student History = 2 =
SSID Lea Number School Number Lea Student# Schoolyear Last Verified Dt Last Retrieved Dt Last Updated Dt Creation Dt
Merge Students 2603700 2005 S/20/2005 10:28:23 SI2042005 10:28:23

User Maintenance
No Student Location History
Edit U Inf

e No Merge Records

Change Password

Support
u ah Site Index | State Board | Contact USOE
m‘éov Copyright @ 2005 State of Utah Office of Education

Figure5.4

5.7 Merging Students in the System

Duplicate students may exist in the SSID system based upon LEA data entry. This may occur due
to incorrect information, or user error. To resolve the occurrences of student duplications, the
student merge feature is used.

To use thisfunction, al SSID numbers for a student must be known. A search may be preformed
to find a student’s SSID numbers, then go to the M er ge Students section to compl ete the merge
process. The Merge Students screen is shown in Figure 5.5
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| File Processing | Student Search | User Maintenance Support

ﬁ Utah State Office of Education | SSID
e Home

User LEA Admin Davis
LEA DAVIS DISTRICT (07)
School Ni&

Log Out

File Maintenance
Upload Request File
Review File Processing

Review File History

Merge SSID's

5510 to Merge |
SSiDtoKeep |

Student Maintenance
Student Search
Retrieve Student
New Student
Update Student Info
Student History

Merge Students

e ]

User Maintenance

Edit Uzer Info

Change Password

Support

ah
Héov

Site Index | State Board | Contact USOE

Copyright ® 2005 State of Utah Office of Education

Figure 5.5

5.8 Steps

The following are general steps to be used in updating student information.

O N ~MwWNPE

Log on to the SSID web site with avalid user ID and password

Select M erge Students from the Student M aintenance section of the home page

Enter the student’ s SSID number to be merged in the first box
Enter the student’s SSID number to be kept in the second box
Click on = |

A confirmation screen is displayed as shown in Figure 5.6

If al information is correct, then enter the reason for the merge

Click on
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User LEA Admin Davis

i Utah State Office of Education | SSID LEA DAVIS DISTRICT (07)

School NIA
e Home | File Processing | Student Search | User Maintenance | Support | Log Out

File Maintenance Merge SSID's

Upload Reguest File

Review File Processing Student Information

B E E Inactive

Review File History 55D Name Gender  Birth Date Last Updated Active? Reason Created

Student Maintenance Merage 2510874  JE F 5i21/1991 5/20/2005 10:20:42
Keep 2603700 JE= E 2211989  S/20/2005 10:28:57 S/20/2005 10:28:23
Student Search
Retrieve Student
Student Location Information
New Student
School Student School

Update Student Info SSD LEA Number Number Year Created

Student Histo Merge 2510874 12 402 2005 5i20/2005 10:20:42

Student History i

Kee ] 2603700 oy 408 — 2005 S/20/2005 10:28:23

Merge Students
User Maintenance Reason for Merge |Duplicate student needs to be removed from system. | | [ Merge l ’ Cancel

Edit Uzer Info

Change Password
Support

Copyright @ 2005 State of Utah Office of Education

rt
u ah Site Index | State Board | Webmaster
e {o )

Figure 5.6
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6 User Maintenance

A valid user ID and password are required to use the SSID website. LEAs are ableto change their
password using the User Maintenance web page. LEAs must contact USOE in order to create a new
SSID web siteuser ID. Each user has a specific security role in the system based upon how the user is
setup. LEA Administrators are able to add other LEA users and maintain their information in the
system. A typical User Maintenance screen is shown in Figure 4.1 with user names and information
removed for security purposes.

Note: LEA Administrators are ONLY able to manage and edit their own LEA users and
passwords.

User LEA Admin Davis

f’j Utah State Office of Education | SSID LEA DAVIS DISTRICT (07

School NIA
ome File Processing Student Search | User Maintenance | Support Log Out
File Maintenance Edit User Info for DAVIS DISTRICT
Upload Request File
Review File Processing
Review File History User Name Security Level First Last Name Active? School# LastLlogin Last Modified
LEA Administrator LEA Admin Davis 05/22/05 15:43:53
SAILTET DTTETETES 3 LEA User Main User
Student Search
Retriewe Student
New Student < b4
Update Student Info Save ][ MNew ][ Reset Password ][ Change Password ]
Siudent History Security Level | LEA Uszer [w] Active User? LEA Number ’?
Merge Students System User Name | ——— Last Login |
User Maintenance First Name |l.|ain Last Modified by |
Edit User Info Last Name |User el |
ne Primary &-mail |mainuser@davi5. k12 utus Created by w -
—— Secondary e-mail | on [S/22/2005 15:49:14
S li School# [ (if applicable)
Description / Motez

ov Copyright ® 2005 State of Utah Office of Education

u a h Site Index | State Board | Webmaster
ep‘,

Figure 6.1
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6.1 Creating new users

LEA administrators may create users for their own areas, and adjust the information for each user. The web
site holds contact and location information for each individual user. Changes are tracked for individual
users.

6.1.1 Steps

The following are general steps to be used in creating new LEA users.

1 Log on to the SSID web site with avalid user ID and password
2. Select Edit User Info from the User M aintenance section of the home page
. [l ey
3. Click on [ ]
4, Enter the new user’ s information into the system as shown in Figure 6.2
. Save
5. Click on [ ] to save user
Save ]
Security Level w||  Active User? LEA Number
Syatem User Name | Last Login |
First Name | Last Modified by |
Last Name | on |
Primary e-mail | Created by |
Secondary -mail | on |
School# [ (if applicable)
Description / Notes
Figure 6.2

6.2 Editing Users

If an LEA user’sinformation isincorrect or needs changed, use the Edit User Info page to modify the
information.

6.2.1 Steps

The following are general stepsto be used in editing user information.

Log on to the SSID web site with avalid user ID and password

Select Edit User Info from the User M aintenance section of the home page
Change the users information as required

Save ]

d wbhpE

Click on[
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6.3 Change Password

Passwords must be changed at regular intervals and at any time the password may have been
compromised. See Figure 6.3 for the Change Password page.

LIPS . . User LEA Admin Davis
['] Utah State Office of Education | SSID | LEA DAV DSTRET 07)
00
i Home File Processing Student Search User Maintenance Support Log Out
File Maintenance Change Password

Upload Reguest File

Review File Processing
Current Password |||-||||-||

Review File History
New Password esesesses

Student Maintenance Confirm New Password | sssssess

Student Search

Save New Password

Retrieve Student
New Student
Update Student Info
Student History

Merge Students

User Maintenance
Edit User Info

Change Password

Support
u a h Site Index | State Board | Webmaster
dot Ov Copyright @ 2005 State of Utah Office of Education

Figure 6.3

6.3.1.1 Steps

The following are general steps to change the current users password.

Log on to the SSID web site with avalid user ID and password

Select Change Password from the User M aintenance section of the home page
Enter the current password

Enter the new password in the next two blanks

Save New Password ]

g ~rwbdpE

Click on [

6.4 Disabling Users

It may be necessary to disable a user’ s account when ajob function changes or for any other reason.

6.4.1.1 Steps

The following are general steps to disabling user accounts.

1. Logontothe SSID web site with avalid user ID and password
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2. Select Edit User Info from the User M aintenance section of the home page
3. Uncheck Active User checkbox

4 Clickon| save ]

7 SSID Support

The SSID Support page contains information to aid in the usage of the SSID web site. Included are user
documents with many instructions, aswell aslinks to download files like the SSID Request File Validation
Application tool mentioned above. The Support page is shown in Figure 7.1

LU sare]
e Y y User LEA Admin Davis
Utah State Office of Education | SSID LEA DAVIS DISTRICT (07)
School Nig
Home I File Processing | Student Search } User Maintenance | Support | Log Out

File Maintenance S$S5ID Support - Downloads

Upload Reguest File

Request File Validation Application

Review File Processing

Review File History Application Setup SSID application used to validate LEA SSID Reguest Files prior to upload.
Student Maintenance Latest data files Latest data files for the SSID Request File Walidation Application. =i}

Student Search
Documents

Retrieve Student

SSID File Specification Dretailed specification for building and parsing SSID Request Files and SSI0 Response Files. Eﬂ# Download
New Student
Update Student Info SSID Website Release Notes  Contains the revizion history for the SSID Website. Eﬂ%
Student History e

SSID User Manual Documentation for uging the SSID Website and Request File Validation Application. EII’&:
Merge Students

User Maintenance SSID New User Agreement  Download, =ign and return this PDF to the USOE SSID Administrator to gain access to the SSID Website. EII’&:

Edit User Info SSID Error Messages Lizt of SSID Error codes and their descriptions. EII?&:

Change Pazzword

Support

lcon Key

EII#‘ Ger Adobe j
" | Downloads with this image require Adobe Acrobat Reader Adobe Acrobat® Reader™. Click here to getit. __—Read!r'

_—:Q Downloads with thiz image require a zip archive compression tool like 'I\-'inZig'a or PKUNZIP.

Site Index | State Board | Contact USOE

utah

4ob Ov Copyright @ 2008 State of Utah Office of Education

Figure 7.1

USOE SSID Training Manual 5-23-2005 .doc Page 40 of 40 5/23/2005



